CM /ECF Participant Instructions Converting to PDF using Acrobat 6

CONVERTING TO PDF USING ACROBAT 6

STEP1 Create the document in aword processor such as MS Word or Word Perfect.
STEP 2 Save the document as aword processing file (wpd or .doc file type).
STEP 3 With the saved document open in the word processor, click Files= Print

STEP 4 The Print window displays. Using the pull down menu select Adobe PDF or
Adobe PDF, Adobe PDF Converter; click [OK].

Print 2l
rPrinter
Mame: 6 Adobe POF - Properties |
L RIBK_TREEcolarg

Skatus:
Type:
where:
Carmment:

5 HP Laserlet 2100 Series PS
EHHP LaserJet 2200 Series PCL 6 [ Print ko file

rPage range —

&l TIOMBET OF COpES: | E‘

£ Current page Sefection

” Pages: | v cCollate
Enter page numbers andjor page ranges

separated by commas, For example, 1,3,5-12

Print whiat: IDocument j Print: |n|| pages in range j
Options. .. | Ok I Close |

STEPS The Save PDF File Aswindow displays. Using the Save in pull down menu
navigate to the fol der in which you will save your document. Give the file aname
by enteringit in the File Namefield, click [SAVE].
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NOTE: Using Files= Print creates the smallest PDF file. DO NOT use Publishto PDF in Word
Perfect, Create Adobe PDF in MS Word or the Convert to Adobe PDF iconson atool bar. Itis
also not advisable to convert to PDF whilein Acrobat. The court has experienced problems with
PDF files that were created using these methods. Failure to use Filew Print may corrupt the
fileand render it unusablein CM/ECF.

Please contact Judi LeCompte at 609-989-2200 ext. 277, or Lisa Seiler at 609-989-2200 ext. 243
with any questions or concerns you may have.
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